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The checklists identify the responsibilities of the 
technical director, course coordinator, monitor, and instructor in 
setting up a 'training program for the National Highway Institute. The 
definitions a-nd responsibilities for each role ^re specified. The 
checklists foi each role specify tasks to be completed and provide 
space' in which to note "Need Date" and "Conipletion Date." Use of the 
checklists will helc in staging more successful- training programs. 
Two Fea<bral Highway Administration forms ar€ included: a class _ 
registraticn'form and a proposal, approval, and record of training 
form. (AG) 



Documents acquired by EEIC include many informal unpublished 

* materials not available from other sources. EEIC makes every effort 

♦ to obtain the best copy available. Nevertheless, items of marginal 

* reproducibility are often encountered and this affects the quality 

♦ of the microfiche an^ hardcopy reproductions EEIC ma.kes available 

♦ via the EEIC Document Eeproduction Service (EDES) . EDES is not _ 

* responsible for the quality oi the original document. Reproductions 
'* supplied By EEES are the best that can be made from the original. 
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FOREWOPD 



The work of designing, c3ev^lopii^, oonducting, or evaluatuig a seitanar, 
workshop, etc., rfejuires €he attention and ijivolvenent of many 
individuals. Such individuals handle a multitude of ^tails and axe , 
usually identified as technical directors, course o^rdmators, itoutors, 
Z instructors. In sai^ instances the same person handles all th^ 
responsUDilities. Generally, however, only one person xs designated to 
Sr?om each of these functions. Hds is especially true when organiza- 
tions conduct a large nuntjer of courses each year. _ . ^ 

Putting on a training program is a team effort. Ihe success or fajl^ 
of the team depends upon, artong other things, who xs willing to take the 
initiative in getting the team together and on the contriJDUtion each is 
willing to n^e. Getting the team together early is most important in order 
for each n^ttoer to discuss how he perceives his role and hew. he intends 
to carry it out. 

TO Stage a successful training program then, a checklist is helpful if not 
essential. Such a list, to a large degree, ensures that all relevant 
course details are attended to and are coordmated on a tunely basis. 

On the pages that follow, a checklist has been developed to assist those 
are responsUDle for program. developrent, coordination, etc. The list 
"has been broken dcwn l^y functions. 

> ' PURPOSE 

TO identify the responsUDilities of the teclinical director, cou^ 
^r^lS, noutoV, or instructor -and to discv^s their ^p^ate, and m 
sone cases overlapping roles in training sponsored by the FHWA. 

TO set forth checklists for each of these individuals to assist than in 
their separate responsUDilities with a view toward a successful team 
training effort. ' 



EEFINITIONS AND FESPCWSIBILITIES 

In using the checklists that follcw, refer to the general definitions 
and responsibilities that are provided helcMi ^ 



FUNCTION 

Technical Directors 



raiFINITION 

Basically, the technical director of a course 
is responsible, for course content, ^eleation 
of sxabject-be^be covered in a program, selec- 
tion of speaker, text material, visual aids, 
and the pre training package. The technical 
directors must have a thorough understanding 
of the technical input to the course. 



Course Coordinators 



Ihe course coordinator generally is responsible 
for making all the arrangements for class- 
roans, participant registration, assanbling 
notebooks, introducing guest speakers, 
instructors, etc. Ihe coordinator is also 
responsible for all other functions vMch 
might be included under "good housekeeping." 
As' the name iirplies, the coordinator must 
coordinate all aspects of ^ training effort. 



Instructors 



An instnjctor is responsible for ensuring that 
training is conducted on a timely and 
professional basis . Instruction should be in 
ocEisonance with stated course objectives and 
applicable visual aids. An instructor is the ^ 
ke/ to effective training. Also, an instructor 
is responsible .for course evaluation and 
adequate feedback to managonent on the effec- 
tiveness of the training. Finally, an instructor 
is responsiJDle for the accuracy of all information 
being presentfed such as: policy, procedures, 
regulations, laws, etc. 



Mcaiitors 
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Individuals selected as nonitors must have a ■ 
gcxxl knowledge of what the course is all about. 
Hiey must know what the course objectives are and 
vAiat a good instructor is supposed to "do in front 
of a group. MDnitors must have firsthand know- 
ledge about " effective presentations" and how to 
get the nost out of visual aids. Because monitors 
should be 'sensitive to what learning is taking 
place in a classroom, they should have sctne under- 
standirg of learning theory, ^tonitors have to be 
aware of what training materials, equipment, 
supplies, and furniture is. needed to conduct effective 
training sessions. 



DISCUSSICN 



For FHWA sponsored courses the role of the technical director vis often split 
between two or irare individuals from two or more FHWA offices , or between the 
raWA sponsoring offices and the contract nanager. For'trainiiig developed under ^ 
contract the FHWA contract manager, the FHWA technical carndttee chairman, and 
the contractor's r^resentative share these responsibilities. 

The contractor perfonns the basic functions of the technical director, including 
developing the course outline, instructor's guide, student texts, and aajuiring 
or developing visual aids. His work is subject to review and approval by the 
contract manaiger who works' closely with the technical steerijig coimittee. Viajor 
inputs are provided to the contractor, scnetimes resultiiig in significant 
changes. 

Hie contractor's responsiJDilities are set forth in the contract and encatpass 
functions of the technical director, course coordijiator , and instructor. 
Usually, the contractor is responsible' for at least the functions ascribed to 
the technical director and instructor; in this case, the course coordinator 
usually is an FHWA regional or division representaUve or a representative tron 
the host state. 

Monitors are designated by the spcnsorir^ office and are usually Representatives 
of the FHWA field office, technical office, or the NHI. Coui^se monitors ajd 
course coordinators should reach an understanding prior to beginning of the 
course - how changes are to be effected once the need for change becates 
apparent. Such changes may range from such details as irtproving ventilation to 
c^did discussions with the technical director for irtproving the effectiveness 
of the instruction. *, ' 



DIRECTIONS 

V 

Listed under each major fynction on the following pages are itans which require 
timely considerations, and in many instances, aption. In order, to facilitate 
and exercise central over such matters, two columns are identified as the 
"Need Date" and "Coipletion Date." If for example, in itan five under OiecKlist 
for Course 'Instructor/' an instructor needs to send out pretraining material 
2 weeks prior to the beginning of a course, this date should be entered in the 
"Need Date" column. Ihe date the material is actueUy 'sent out to conferees 
should be noted in the "Coipletion Date" colattn. This shews cotpleted action 
cn this item. 

In the event an itan does not apply to a particular training program, place • 
"Notapplicable (NA)" in the reiiards column. . ' . * 

Separate directions for use of the "Course Monitor Checklist" have been 
incorporated into that section of this document. 



FOR 

RESPCNSIBILITIES OF THE OOURSE TECHNICAL DIRECTOR 



Establish a steerirg ocnmittee as needed to 
assist with the technical content of the 
urogram, f^esibers may be selected fron 
within or outside the organization. 



Select siabjects to be covered in a course. 
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Select text material. 



Select and develop handouts. 



Select and develop visual aids. 



Select ^)eakers and thane of the course. — 



Select pretraining mterial. 



Select trainir^g sit^/ date*, tiine, and* 
duration of course. 



Select type of candidates to attend 
the course. 



Determine prerequisite for attendance. 



NEED EME 



Determine class sizfe. 



OOMPUETICN DATE 



FOR 

roSPONSIBILITIES PF THE OOURSE TECHNICAL DIRECTOR 

CONTINUED 
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ITEMS 


NEED DATE 


OOMPIETICN DME 


(*- 

Tbtal number of students to be trained, . 






T^+-ia nf ^r;iinrna-how rtBiT/ per month/ year. 




V 


A'^r^ 1 1 ^hi 1 i tv of trainincj funds for 

^\Vq J 1 Jill *^-Y Lili<J 1 ~" - 

each course. 

J' 






Establish broad course c±ijectives. 

M 

P 






Determine how much time is to be sp^nt 
on each block of training. Develop . 
4-v-=i-j rki ru-t nh-^pT-tivps for each block* 


- 


• 


Prepare first draft outline of course 
anci couioc ut»wi.j.^»-j.v-/ii« 

\ 




• 


Determine training certificates for 
the course. 




1 


Ensure that instiructor hbs adequate * 
evaluation of the course for feedback 
to managenneht. ^ 




• 


Get managanents support to conduct the 

■ovsr^iiv/^ a/^/ami^ t'r'aininci need 
course* Ensure aoequduti ui.a i m.^!^ ^v^^-^ 

exists for support* 


- - > 


> 


Prepare necessary requisition forms 
vAiere they are needed* ^ ' 









^ CHECKLIST 
FOR 

ODUPSE (3X)KDINMOR 

n 




ITEMS 


NEED DATE 


CDMPLETICW DATE 




Arrange for apprc^riate training facilities 

such as mstin conference rocm and breakout 

roans (e.g., small group discussion roans, etc.). 








Arrange for comfortable and apprc^riate 
furniture. 






- 

1 








Arrange furniture for mode of training. Example: 
management, superv^isory , tedinical, engineering. 






• 


Order notdDOok covers, paper pencils, chalk, etc. 
Make sure these items are available and assanbled 
for students and instructors prior to cdnnencenent 
of training • 




< 




Arrange for Public Address Systan where needed - 
check it out to make sure it is operating 
correctly. 








Introduce guest speakers, instructors, etc. 






Write invitation to guest speakers - determine 
their honorariums - oomplete necessary paper vx)rk 
to ensure speakers get paid on a timely basis . 
Send speakers detailed program information, ask 
speake^r for ccpxes of presentations. 

V 






• 


Get okay fron higher supervision for particxpatior 
of staff members in the course. Prepare and send 
correspondence to each member who will participate 
in the program. Example: FHWA staff meambers. 






ERIC 


10 







CHECKLIST 
FOR 

ODUESE O0ORDINA3PR - OCMTINUED 



o 
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ITEMS 


NEED DATE 


ODMPLETICN EME * 


Write letters to students acknowledging their 
acceptance to the course. 
♦ 






Arrange for training certificates to be 
filled out and available for presentation 
on day of course corpletion. 






Ptesent: certificates, ^ 






Initiate publicity for program when needed, 
exaitiple: NHI's Blue Line Qourse Announcements 






Arrange registration of participants. 






Assist instructor with good "housekeeping." 






To the extent possible, assist with hotel 
reservations for quest speakers, students, etc. 






Arrange for group pictures and for proper 
identification of each person in the picture. 






Qieck with the instructor to nake sure he has 
all necessary equipment for his block of 
training. 
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QffiCKLIST 

FOR 

COURSE .QQORDINfiTOR - OONTINUED 



ITEM 


* 

NEED DATE 


OCMPLETION DATE 


Arrange for coffee breaks. 


■ 




Inform stiiients about cafeterias, rest roans, 
etc. 






Arrange with the instructor to ensure all 
forms' are ccrtpleted on the course. .Exanple: ^ . 
FHWA 817. Make sure forms are sent to appro- 
priate officials, exairple: Office of Personnel 
and Training, and National Highway Institute. ^ 






/ 


V 






< 








• 








\ 

• ) 








1. 
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CHECKLIST 
FOR 

OOUFSE INSTRUCTOR (S) ,. 






ITEMS 


NEED DATE 


(XMPLETION DATE 




Write lesson plans - ensure that training 
progresses f ran the sijiple to the more carplex 

^t-ypii n"i na orncfression) . 

t 








Write individual training objectives for each 
TYi^ -inr hlnrk of trainina for which responsible • 




m 




Order textbooks, hancbut literature, pre- 
training mterials. 








Poci<=>r^7<a 1 fiTrrri "Films. 




) 













Order and follov\^up on 35mna slides, visual 
A 1 Hq ;^nH 1 o tHDGs'. video tapes , etc . 








2vir-»r>rttfa fnr nmipction ecaiinnent and opera torsi. 
Uus includes T.V. equipment where necessary. 








A"rY-Anrr«a fnr crnppial demonstrations. 








Arr^na«a fnr anv soecial ecaiionent v^^lich may be 
needed for technical and nontechnical training. 


V 


( 

1 


- 


Maintain class attendance records. 




/ 

/ 


• 


Arrange for field trips. 




/ 


CD I/^" 






L 









CHECKLIST 
. FOR 

CDUP^ INSTBUCTORX§) 




Prepare, conduct, and grade exams, quizzes, and 
discuss in class as appropriate. 



Corplete. FHWA Form 1455 and return to the^ 
National Highway Institute on a timely basis^ 



Prepare, assign, and discuss evening 
assignments. 



Prepare table name cards. 



Practice good housekeeping - gerjerall/. 
Clean chalk boards after each session - 
specifically. 



Send oufpretraining material. 



Conduct training. 



Ccrtplete and send to higher managonent any 
special report^ oh training which are or may 
.be required. 



\ 



Evaluate training* 
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NEED DATE 



OCMPI£nON DATE 



• 



NftTICNaL HIGHWAY INSTITLnE 
• CHECKLIST FOR MHTIORING 
TRAINING ~ 



INEX)EWATICN: Ihe following itans are provided as a guide and checklist 
to assist those whD are responsible for monitoring 
training courses. 

The checklist has nine major areas which are of concern 
to a rronitor. They are as follows: (1) Course Content, 
(2) Training Facility, (3) Instructor (s) , (4) Supplies, 
(5) Equiprnait, (6) Materials, (7) Pretraining Considerations, 
(8) Course Evaluation, and (9) Hotel Accomodations. 



DIRECTIONS: Listed on the follcwijig pages are the nine major areas 
mentioned above. Under each of these itans are listed 
^ additional items which are to be used- as a checklist for 
monitoring a course. Next to each itan are two colurais 
teaded by a + and - syittool. Evaluate each itan by placing 
a check mark in either the + or - column. If you feel an 
itan was inadequate, place a checkmark in the negative 
column and give your reasons under remarks . For example : 
Under "Course Content" if the subject being taught is not 
, consistent with the course objectives, or if there were no 
course objectives, place a checkmark iji the - column. Use 
the "Ranarks" column to explain your reaction. This column 
jnay also be used to elaborate positive ranarics. If you feel 
- an itan is not applicable, place an "NA" under ranarks. 



1S 
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CXXJPSE OCNTENT: 



SUBJECTS CXNSISTENT 
Wira OBJECTIVES 



OBJECTIVES OONSISTEOT WITO 
STATE/1FECERAL POLICY, ETC. 

IHEORY APPLICATiO^ BALANCE 



COURSE LENGTH IN RELATICNSHIP 
TO MATERIAL 



ORGANIZATION OF MATERIAL 
CONTINUITY OF MATERIAL 
TRAINING GUIDES Aid MANUALS 



PRIOfe SKILL AND KNOWLEDGE 
COMPATIBLE WITO DIFFICULTY 
OF COURSE 



'BALANCE BEIVEIN NEED TO KNOW 
AND NICE TO KNOW INFORMATICN 



TRAINING METHOD (lECTUFE, 

BUZZ GROUPS, DISCUSSION, FII/«, ETC. 



FIELD TRIPS 





- 


FEMARKS 












• 




































-* 
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TRAINING FACILITY t 
VEOTILATION 

HEATING 

AIR-OONDITIONING 
LICHTING 
ACOUSTICS 
aiAIRS 
'TABLES 

PODIUM 

ASH TPAYS 

OQAT RACKS 

BLACK BQl\BD 

EASEL 

ROOM SIZE ^ 
ROOM APPEARANCE 
SEATING ARRANC22CNT 
REST ROOMS 



'INSTKJCTQR ; 
USE OF VISUAL AIDS 
FAMnJAKEIY WITO TRAINING EXJUIPMENT 
ESTABLISH EVT^LUATION PRDCEDUFE 
' FACILITATE DISCUSSION AND FEEDBACK . 
"STATE^ENT OF TRASHING OBJECTIVES 
UNEERSTANDING OF SUBJECT MATTER 
OCNl^ROL OF GROUP ^ 

4 

( 

FESPONSE TO QUESTIONS ' 
PUNCTUALIiy 

BREAKS, Stand up, coffee, etc, 

USE OF LESSON PLANS 

FOLLOW UP ON ASSIGNMENTS 

SPEAKING ABILITY . 

EYE CONTACT 

POSTURE/POISE 

MANNERISMS 

ENTHUSIASM 

EFFECTIVENESS OF INSTRUCTOR 



SUPPT.mS : 

STUEEOT PAPER 
PENCILS OR PENS 
NOTEBOOKS 
CHALK 
CRAYONS 

A 

ERASER 
POINTER 
NA^E PLATES 
EASEL PAPER PADS 



SCREENS 

EXTEIJSICN CORDS 
OVERHEAD PRDOECIOR 
35nin PROJECTOR 
MOVIE PRQJECrOR 
OPAQUE PROJECTOR 
TAPE RECORDER 
T.V. EQUlfMEUT 
PROJECnCN TABLES 
MICRDPIO^ES 
LECTEFN 



+ 


- 


REMARKS 




• 








— ^ 
































, 
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MftJEKEALS ; 

HANDOUTS 

CHAKTS^ 
f 

GRAPHS 

SLIMS 
AUDIO TAPES 

Video tapes 

EEIOJSTRATION MATERIAL 
EXHIBITS 
1EXT BOOKS • 
Fm^TRIPS 

TRAINING CERTIFICATES 



+ 




REMARKS 




































\ 












' ^ 












^ ^ 
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PBETRMNING (X^NSICERATICNS : 
NEWSPi^lVMAGAZINE ARTICLES 
TEXTBOOK READING ASSia^MEOTS 
SPECIAL ASSIGNMEOTS 

CLASS ROSTER 

OCXJRSE OLTTLINE 

COURSE OBJE(;n^IVES 



'miELY INk)FMATICN CN DATES 
LOa^ITION OF Ti^AINING 



DIRECTIONS TO FACILITY 

CXXJRSE EVALUATICtJ : 

QUIZZES 

FORMAL TESTS 

E3SJD OjF OOURS^:ivALUATION 



INSTRUCTORS. PLANS FOR FOLL£W UP 
Wira SUPER^SORS FOR FINAL EVAIUATION 



OTHER 



+ 




REMAFKS 






^ * 






* 


* 










s 
























: 






t * 






. : 
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HOOEL AOOCm)DATIONS: 



PRDXIMITy 



.BOOMS 



RESTAUPAOTS 



SERVICE 



HOTEL -RATE FELATICWSHIP 
WITO PER DIEM 



ADDITIOJAL REMARKS AS 
NECESSARY: 



+ 




























. 















NOTE-- In those instances v^ere instructors such as contractors are conducting 
a course, it is nost iitportant that monitors pay close attention to 
such things as FHWA policy, procedures, regulations, and laws that are 
being discussed or pfSented in the classroon. This will reduce and correct 
possible inaccurate information being given to enployees in the training 
situation. 
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DEPARTMENT OF TRANSPORTATION 
FEDERAL HIGHWAY ADMINISTRATION 

NATIONAL VIOHWaT IWITITUTX 

CLASS REGISTRATION * 
NOTE TO INSTRUCTOR ^ _ ...^ 

™ntr.a. «..tr..tu.l obU„t.on. will not b. cddernl compl,,. until th, cc„pl««i form I. r«.l,ed 
Thl« co«r .hett .hould b. r«mo,«l Prior to clrcuUtlon of th. .tt.ch«l B«l«r.tlon Sh«t 

<!-«) 



o 

ERIC 



' DEMITMENT 
FEDEIAL HiCf 

CLASS HEGISTRATION national 


OF TIANSPOKTATION 
^WAY ADMINISTRATION 
HIGHWAY INSTITUTE 


\ TinE Of COUtS£ V 




2 OAH 


3 LOCATION WH€rt TtAlNtNC OFFEIED iSf'«» N« Cty Sioft Z P CWe) j 


4 lEClNNlNO DATE 


S ENOlNO DATE 


. T- 

i ClASStOOM MOUtS 1 


7 rilNCIMI. iNSTtUCTOI 


t NAME 


♦ POSITION 


10 AGENCY 






^ 






■ ■ 






_ _ 












_^ ^ 

. . . ■ 
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U.S. DEPARTMENT OF TRANSPORTATION 
pffEDERAL HIGHWAY ADMINISTRATION * 

PROPOSAL, APPROVAL AND RECORD OF TRAINING 

(Administrative Manual, Vol. 15, Chap. 1) 
NOTE (PlcAse read tnsttucttons on reverse side before complettng (hts form.) 



SOURCE OF TRAINING (Ch^ck Off) 
1 I 1 . INSERVICE 
[~] 2. INTERAGENCY 

I [ 3. NON*GOV*T (D^^ignid For Agency) 

Q*. NON-GOV'T (Other) 

I I S. STATE OR LOCAL GOV'T 



A. NAME OF EMPLOYEE. 



B. POSITION TITLE 



C. SERIES AND GRADE 



D. EMPLOYEE'S OFFICE ADDRESS 



E. EMPLOYEE'S OFFICE PHONE NO. 



Tl 



1 2 3 



F. EMPLOYEE'S 

SOC. SEC. NUMBER 



TRAINING DIVISION USE ONLY 



AGENCY 
CODE 



PROCESS 
CODE 



PURPOSE 
OF TRNG. 



SPECIAL 
INTEREST 
PROGRAM 



SOURCE 
OF 
TRNG. 



FISCAL 
YEAR 



G. SEQU ENTIAL 
CONTROL 
NUMBER 



H. NUMERIC 
ORG. CODE 



TITLE OF COURSE (Ftii out sepsrmte Form FHWA-S17 for each course.) 
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TRAINING DIVISION U SE ONLY 
COURSE CATEGORY 



J. NAME OF INSTITUTION 

35 



K. TRAINING SITE (Street, Ctty, Stmte) 



3a 



^5 



L. DATES OF COURSE 
FROM (MoTiih. t>ay, Yan) 



T3 

! 2 

o. 

ESTIMATED 
COST 
OF 
TRAINING 

TO 
AGlENCY 



*TO (Month, Day, Yemz) 
36 / / *1 



TUITION AND FEES 



TRAVEL 



PER DIEM 



OTHER (Specify) 



TOTAL , 



M. HOURS OF TRAINING 



.00 



.00 



.00 



.00 



.00 



52 



57 



61 



62 



66 



67 



71 



N. TRAINING TO BE TAKEN ON 
[H D. DUTY TIME 
QJ N. NON-DUTY TIME 
Q] C. COMBINED TIME 4^ 



72 



7:3 



Q. 



74 



80 



R. HAS EMPLOYEE HAD ONE OR 
MORE YEARSOF CURRENT 
CONTINUOUS CIVILIAN 
SERVICE' 



C3YES 



□ no 



S. IS EMPLOYEE A SUPERVISOR? 
CD YES O NO 



T. PURPOSE OF TRAINING (Chmck one block) 

\~ I I. TO ADJUST TO MISSION OR PROGRAM CHANGES 
[^1 2. TO ADJUST TO NEW TECHNOLOGY 
[~ I 3. TO ADJUST TO NEW WORK ASSIGNMENTS 
Q] 4. TO IMPROVE PRESENT PERFORMANCE 
Q j S. TO MEET FUTURE STAFFING NEEDS / 
U. NOMINATING SUPERVISf^R I r'«comm»nd rtiit propose d troining 



Q 6. TO DEVELOP UNAVAILABLE SKILLS 
Q 7. TRADE OR CRAFT APPRENTICESHIP 
Q 8. ORIENTATION (New Employee) 
|~) 9, ADULT BASIC EDUCATION 



SIGNATURE 



V. BASED ON THE A 



TITLE 



DATE * 



SIGNATURE 



uThORITY DeCeG^TED to Me'fOR TRAINING.l { QJ opprov.. QjJ^.opproveM^ 

TITLE PHONE 1 DATE 



W. WHEN A PURCHASE ORDER IS REQUmED TO PROCURE TRAINING. COMPLETE THIS ITEM AND SEND ORIGINAL COPY OF 
THIS FORM TO APPROPRIATE PROCUREMENT OFFICE IN LIEU OF REQUISITION PORtA FHWA-56 ^ ^ 



/ CERTIFY THAT FUNDS ARE AVAILABLE FOR TRAINING 

SIGNATURE TITLE 



CHARGE APPROPRIATION 



PHONE 



DATE 



RECORD OF COMPLETED TRAINING . 

X. CerUfication - / certify thatjhe above training has been successMiy cowj)Jcted. 

SIGNATURE (Employee'^ Supervisor) TITLE 



ERIC 



DATE 



FORM PHWA^17 

<REV. 12-73) 



PREVIOUS EDITIONS OF FHWA.8I7 AI^P 817A WILL NOT BE USED. 
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